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DIR BidStamp Training Guide 

VIS Portal Training Guide 

1	 Overview 

1.1 Training Guide Overview: Vendor Information System (BidStamp VIS) Portal 

The training guide for the BidStamp VIS Portal is organized into the following major components: 

•	 Vendor Account Requests: how vendors request a BidStamp VIS account from DIR. 

•	 Vendor Account Management: how vendors should edit their account information after their VIS 

Portal account has been created. 

•	 Vendor Solicitation Response: how vendors should submit a response through the BidStamp VIS 

Portal. 

1.2 Audience 

The primary users of the BidStamp VIS Portal will be vendors/potential vendors. Vendors and potential 

vendors can create and manage their account information and submit solicitation responses through the 

portal. 

1.2.1 Vendors/Potential Vendors 

The BidStamp VIS portal allows any third party (prospective bidders, current vendors, past vendors) who 

is interested in a solicitation to submit a request to create a Contact and associate it with an overall 

Account record. Third parties may or may not be vendors already. There are two types of contacts that 

can be associated with BidStamp VIS portal accounts: contacts and primary contacts. An overview of each 

contact is listed below. 

•	 Primary Contacts – The main contacts for a given account. By default, the first contact to request 

an account will receive primary contact status. 

o	 If the vendor account information is not imported from a CMBL vendor profile, the 

primary contact(s) associated with an account can edit overall vendor account 

information in addition to their own contact information. 

o	 The primary contact will have the ability to edit the contact information of other contacts 

associated with the account. 

o	 Primary contacts can submit questions and response materials on behalf of the account. 

•	 Standard Contacts – The secondary contacts for a given account. Standard contacts must request 

primary accounts status from the accounts primary contact. 

o	 Standard contacts are only able to edit the information associated with their own 

account. 

o	 Standard contacts can submit questions and response materials on behalf of the account. 
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2 BidStamp VIS Portal Overview 

The Vendor Information System (VIS) provides interested third parties (prospective bidders, current 

vendors, past vendors) with the ability to create a profile that supports the key functions required during 

the solicitation response process. The below diagram outlines the high-level processes associated with 

the portal. 

In addition to the account management and solicitation response capabilities enabled by the BidStamp 

VIS portal, users also can view their BidStamp response history, open solicitations, and additional 

information about DIR. An overview of the BidStamp VIS portal home page is detailed in the next section. 

2.1 Home Page Navigation 

Vendors will navigate to the BidStamp VIS portal log on page using this link or the DIR Application Portal 

accessible from DIR’s website homepage via the Sign in to MY DIR link. (Please note: BidStamp VIS link 

via MY DIR will be available June 2017.) 
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After entering your login credentials, you will be navigated to the screen below. 

The BidStamp VIS Portal home page contains six tiles. Each tile serves as a button that will navigate the 

user to a new page. An overview of each tile is provided below. 

•	 My Account: Navigates to your account detail page where you can view and update your 

information 

•	 Open Solicitations: Navigates Vendors to a list that contains all open solicitations. From the list of 

open solicitations, Vendors can select an RFO number and will be taken to a detail page. The detail 

page allows vendors to submit a response for the RFO. 

•	 My Responses: Navigates to a list that contains all of the vendor’s in-progress and previously 

submitted responses. 

•	 Vendor Information: Navigates Vendor to a dir.texas.gov site page with additional vendor 

information you may find useful. 

•	 About DIR: Navigates Vendor to a dir.texas.gov site page where Vendor are is able to view 

information about DIR. 

•	 Contact DIR: Navigates Vendor to a dir.texas.gov site page that contains DIR contact information. 

2.2 System Access 

Below is an overview of the credentials required for Vendors. If you are a Vendor without the necessary 

credentials described below, please request account access via the BidStamp VIS portal sign-up page. 

Vendors/Potential Vendors will access the BidStamp VIS Portal with their community site credentials. In 

order for a vendor to successfully log onto the BidStamp VIS portal, their credentials must be enabled as 

community user credentials by a DIR Contract Manager/System admin. This process is described in more 

detail in the Account Creation section below. 
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DIR BidStamp Training Guide 

3 Account Creation 

Before users can access any of the BidStamp VIS portal functionality, they will be required to provide login 

credentials to access a new or existing account. Each vendor account can have multiple contacts 

associated with it. Once a vendor account is created, the associated contact will be created and enabled 

in order to access the vendor account. 

A brief overview of the process for creating/enabling access to vendor accounts is described below. Step 

by step instructions are then provided in the next section. 

3.1 BidStamp VIS Account Request Overview 

If a vendor has an existing BidStamp VIS Login, they will access the BidStamp VIS Portal via dir.texas.gov 

site and enter in their access credentials. 

Alternatively, if a vendor does not yet have a BidStamp VIS login, they will request one by clicking on a 

“!re you a vendor and need to request an account?” button that will be located on the log on page. When 

this button is select, a form will load that contains the following fields; all fields on this form will be 

required: 

Vendor Name – The name of the vendor account that the user is requesting access to. 

Full Name – The name of the user requesting access. 

Contact Email Address – The email address of the user requesting access. 

Contact Phone Number – The phone number of the user requesting access. 

Vendor ID – The vendor ID associated with the vendor account that the user is requesting access 

to. 

HUB Status – The HUB status associated with the vendor account that the user is requesting 

access to. 

Solicitation Number of Interest – The number of the solicitation the vendor is interested in 

responding to. 

Description – The description of the request the vendor is submitting; For example, “Please 

enable my login with access to an existing vendor account;” 

3.2 Vendor Request Queue 

After the Vendor selects the “Submit” button, the form will be routed to a Vendor Request queue for DIR’s 

procurement office to review. The queue will be managed on a first come first serve basis. 
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If an account for the vendor does not yet exist, the DIR will create a new vendor account and a contact 

with the requestor’s information provided in the form submission (reference section 3.3). The contact 

created as the primary contact will belong to the Account Holder Entity, along with the login credentials 

for the vendor account. 

If an account already exists, DIR will check to see if a contact for the specific user that submitted the 

request has been created. If a contact does not exist, a contact with the information provided in the form 

submission (reference section 3.3) will be created. 

Once enabled as a vendor community user, the vendor contact will receive a system auto-generated email 

that will provide detailed instructions on how to set up the vendor account credentials. 

3.3 BidStamp VIS Account Creation/Enabling 

To create a new account or enable a contact as a community user for an existing account, follow the steps 

below: 
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1.	 Completed by the vendor contact: Navigate to the Request Access to the Vendor Information 

Systems Community page. 

2.	 �omplete the request form, all fields are required, and select “Submit”; 

3.	 The form will navigate to a confirmation message verifying the request was submitted. * 

*The Vendor account will be enabled once DIR review is complete. Once completed, the user who 

submitted the request will receive a confirmation email with a link to create a password. This will 

officially give Vendor access to the BidStamp VIS Portal. 
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4 Vendor Account Management 

After a vendor account and contact have been created, the information associated with these accounts 

can be updated at any time throughout the account’s lifetime; Vendors should note that Contact 

information related to a DIR contract is specific to the contract and must be changed via 

communication/approval processes involving the DIR Contract Manager assigned to the contract. This 

section 4 refers to the BidStamp VIS account management only. 

Non-CMBL vendor accounts will be editable by the primary contact associated with the vendor’s
	

BidStamp VIS account. If a vendor account is not imported from the CMBL, the primary contact can update
 

certain account information through the portal’s interface; Instructions for editing the account 

information via the portal are included below. 

4.1 Editing a BidStamp VIS Portal Account 

1. A primary contact will begin editing the vendor account information by logging into the BidStamp 

VIS Portal with their username and password. The login page can be found here. 
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2. Once logged in, the primary contact will select the “My !ccount” tile; 

3.	 The account information will load, vendor contacts’ information, and NIGP �ode list may also be 

displayed (CMBL vendors only). 

4.	 There are several ways an account can be managed from this page. 

To edit the account information, primary contacts can select the “Edit” button; 
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•	 To add a new contact to the account, primary contacts can select the “New �ontact” 

button. 

•	 To edit an existing contact’s information, primary contacts can select the “Edit” button 

next to the contact’s first name; 

•	 To edit their own contact information, any contact can select the “Edit” button next to 

their own first name. 

Instructions for each feature are included in the sections below. 

4.1.1 Edit Vendor Account Information 

1.	 !fter selecting the “Edit” button, primary contacts associated with a Non-CMBL vendor account 

will have the ability to edit certain information on the vendor’s account; 

2.	 The primary contact can then make updates to any of the fields that are editable. Note certain 

fields (Vendor ID, Imported from CMBL, Has Active Contracts, etc.) will be read-only. These are 

updated automatically through Salesforce and vendor contacts will not be able to make changes. 

3.	 Selecting the “Save” button will save any changes the primary contact made to the record. 

4. The new information should now be displayed on the “My !ccount” page; 
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4.1.2 Create/Update Contact 

1.	 !fter selecting the “New �ontact” button, a page will load that displays the “�ontact Edit” form; 

2.	 Enter the standard contact information (First name, last name, address, phone, etc.) 

3.	 If the primary contact would like to assign the next contact as an additional primary contact, they 

can select the “Primary !ccount �ontact” checkbox; 

This will grant the new contact account editing permissions and sign them up for receiving 

notifications/communications for an account. 

4.	 The “Receive Notifications” checkbox will enable a contact to receive notifications for any 

solicitation the contact subscribes to. 

This will not give the contact the rights of a primary contact (permission to edit the account 

information/create new contacts). 

5.	 When the primary contact has completed the contact information form, they can select “Save” to 

add the new record to their vendor account. 
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6.	 The new contact will now be added to the “�ontacts” section of the page; 

7.	 To edit a specific contact’s existing information, select the “Edit” button next to their name; The 

“�ontact Edit” form for the selected contact will be displayed; �ontacts can be edited in the same 

manner that they are created. 
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5 Vendor Response Management 

The primary purpose of the BidStamp VIS portal is to enable users to interact with DIR Solicitations and 

submit responses; !fter a user’s account has been enabled, they will be able to submit and manage their 

responses from the BidStamp VIS portal. 

Users will be able to access a listing of open solicitations and a listing of their vendor’s in-progress and 

previously submitted responses. Users have the option to create a new response for any solicitation on 

the “Open Solicitations” page, or manage an existing response from their “My Responses” page; 

Any vendor contact can submit a response on behalf of their vendor account. Through BidStamp VIS 

portal, vendors will be able to submit the following components of a solicitation response: 

• Response documents 

• Automated HUB Subcontracting Plan (HSP) form 

• Automated pricing form 

• Reference email addresses 

• Questions related to the solicitation 

Instructions for submitting each response component is detailed in the sections below. 

5.1 Creating a New Response 

To create a new response, log in to the BidStamp VIS portal and select the “Open Solicitations” tile 

(pictured in the section above). This will display the list of all solicitations whose current phase is either 

“Posting” or “RFI – Posted” (DIR may post a Request for Information (RFI) when necessary.). 
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1. �lick on the “RFO Number” of the solicitation you would like to respond to; 

2.	 You will be navigated to the “RFO Number” detail page for a given solicitation. This page will 

display important deadlines for the solicitation and list any questions you have submitted. From 

the buttons on this page, you can: 

•	 Respond to a Solicitation (or View Response): Create a new response or view a response 

that is in-progress. 

▪ If a response has already been created, this button will read as “View Response” 

and allow you to resume your progress on an existing RFO response. 
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•	 Ask A Question: Submit a question to be reviewed by a DIR resource. Questions can be 

submitted up until the “Question Submission Deadline date” indicated in the RFO 

document and on the detail page. 

•	 Subscribe to Solicitation: Subscribe to a solicitation if you would like to receive addendum 

notifications. 

▪ To subscribe to the solicitation, you must select the “Subscribe to Solicitation” 

button AND have enabled your contact to “Receive Notifications”. 

•	 View Solicitation Documents: Navigate to the ESBD posting for a solicitation and view the 

solicitation’s documents; 

3.	 �lick the “Respond to Solicitation” button to begin your solicitation response; 

4.	 The “RFO Response” page will load; From the buttons on this page, you can: 

•	 Delete: Delete all information that has been uploaded and the response record before 

the response has been submitted. Once a response has been submitted, a user will need 

to use the Withdraw button that will appear upon solicitation submission. 
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•	 Submit: Submits the response record and all associated information. Once submitted, a 

user can withdraw a submission up until the “Date/Time Responses Due” (indicated on 

the “RFO Response” and “RFO Number” detail pages) has arrived; 

•	 Create Pricing Form: Create a pricing form to submit pricing information for your 

response. 

•	 Ask A Question: Submit a question to be reviewed by a DIR resource. Questions can be 

submitted up until the “Question Submission Deadline date” indicated in the RFO 

document and on the detail page. 

•	 Add (or Edit) HUB Subcontracting Form: Complete an automated version of the HSP form 

online and submit the form as part of your response. If you have started an HSP form 

already, this button will read “Edit HU� Subcontracting form” - here, you can resume your 

progress on the HSP form. 

•	 New (RFO Response Documents section of the page): Submit a new file as part of your 

solicitation response. Required documents are indicated in the RFO posting on ESBD 

•	 New (Vendor References Section of the page): Submit a new reference’s email address 

and opt to send the vendor a reference form when ready. 

You are now ready to begin completing the components of your response. Response documents and 

forms can be completed in any order, but the “Submit” button must be selected before the “Date/Time 

Responses Due” in order for the response to be taken into consideration; The “Submit” button will be 

removed when the “Date/Time Responses Due” arrives; 

The next sections will describe the process for submitting response documents, reference emails, the HSP 

form, and pricing form. 

5.2 Upload RFO Response Documents 

The documents required for an RFO response will be indicated in the original ESBD posting. To upload the 

documents specified by DIR, use the following steps: 

1. Select the "New" button on the RFO Response Documents section. 
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DIR 
RFD Response Detail [0e-1et e l I Submit ! [Ask A Que stion I [Add HUB Subcont racting Form I 

RFO Num~r DIR-TSO-TMP-295 Status In Progress 

Submission, Date Vendor Test Vendor 6 

Submitted By Actual Start Dale Posting 316/2017 

Vendor Conferenc,e Dale 316/2017 2 :13 PM ,Question Submission 3/2 112017 11 :48 AM 
Deadline- Date 

RFOAnswers lo 3/2512017 2 :13 PM Datemme Responses Due 3131120172 :11 PM 
Qu:estions Deadline Date 

Actual Start Dale 

Evaluation 

New Response Document 
,,..N_a_m_e_':"'1 ~~~~~~~~~~'1 

Document Type 

Redacted IDJ 
I -None-

File j[ Browse.. I No file se lected. 

Success: 
Do cu men! Successfully Added! 

RFD Response Documents 

Ac tion Name Document Typ,e Reda cted Last Modified Dale 

Del Test Document Vendor Information Form (Exhibit A ) ../ 311412017 12 :32 PM 

BidStamp Training Guide 

2.	 A form will load in the Response Documents section of the page. This form will allow you to add 

a new response document. 

3.	 Enter the following information in their respective fields: document name, document type, and 

select the redacted checkbox if applicable. 

4.	 Select the “�rowse” button; Your computer’s standard file upload window will open; 

From the file upload window: Select a response file (under 400 MB) you would like to upload and 

click the "Open" button. 

5.	 The file upload window will close and the file name should now appear on the screen next to the 

"Browse" button. 

6.	 Select the "Save" button. 

7.	 When the upload is complete, you will receive a success message and your document will be 

included in the “RFO Response Documents” list; 

8.	 Repeat this process as needed until all necessary documents have been uploaded. 

5.3 Send Vendor Reference Emails 

If a solicitation requires vendors to provide references, the “Vendor References” section of the response 

record will allow a user to indicate the contact information of their references. Once they have indicated 

these email addresses, a user can also send out a reference form directly from the response record. 

Instructions for sending the reference email are included below. 
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DIR 
RFO Response Documents 

No records l o disp lay 

Reference forms are being sent v ia BidSlamp as a courtesy. DIR w ill not be res pons ible If the form is not rece ived by the vendor for any reason . It is 

so lely the v endor's responsi bility to ensure that the ref erence !)arty rece ives the request. 

Vendor References 

No records to disp lay 

Vendor References 

New Res ponse Referen ce 

1 Email 

Vendor References 

Email 

1 ~ 1 ley la.bensh aaban@d ir.tex as .gov 

Vendor References 

Email 

[O ley la. bens h a ab a n@-0ir. l ex as . gov 

I New ] I Se-nd Referen ce Form I 

Se-nt On 

[ New I [ Send Re-fere-n c,e Form ] 

Se-nt On 

3/14/2017 12 :43 PM 

BidStamp Training Guide 

1. Select the “New” button on the “Vendor References” section of the page; 

2.	 The “New Response Reference” form will load; Enter your references email address; 

3.	 Select the “Save” button; 

4.	 The reference email and a checkbox field will now be displayed in the “Vendor References” list; 

5.	 Select the checkbox next to the reference(s) you would like to send a reference form to. 

6.	 Select the “Send Reference Form” button; 

Note: Doing so will send a copy of the reference email and reference form to yourself and the 

indicated vendor. It is recommended you reach out to the reference before to notify them 

that they will be receiving an email from DIR with a reference form attached. 

7.	 The page will reload; In the “Vendor References” list, the “Sent On” date will indicate the 

reference has been sent the email. 

5.4 Add an HSP Form 

If the solicitation requires you to submit an HSP form with your response, this can be completed 

electronically via the BidStamp VIS portal. Once the form is completed, the last step will guide you through 

the process for printing and saving the form to your computer. The saved form can then be uploaded as 

a response document using the document upload instructions detailed above. 
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DIR 

RFO Response 

R0005793 

Add y our documents below (400MB max size ). Click the · subm it9 button once all documents hav e been added . 

Please review the ESBD posting to ensure you have provided all the necessary documents in your submission. 

Also, please verify the information on the page is correct before submitting. Once submitting your response, you will be unable to make changes unless you w ithdraw your response 
complete ly and restart the submission process . 

RFO Response Detail I Delete ] I Subm it I ! Ask A Question ] Create Pric ing Form Edit HUB Subcontracting Form 

RFO Number DIR-TSO-TMP-295 Status In Progress 

Submiss ion Date Vendor Test Vendor 6 

Submi tte,ci By Actua l Start Date Pos ting 31612017 

Vendo r Co nfe re nce Date 31612017 2 :13 PM Question Subm ission Dead line 3/2 1/2 017 11 :48 AM 

Date 

RFO A nswe rs to Questio ns 3/25/20 17 2 :13 PM Date/Ti me Respo nses Due 3/ 31/20 17 2 :11 PM 

Dead l ine Date 

Actu al Sta rt Date Eva luat ion 3/3 112017 

BidStamp Training Guide 

Instructions for how to complete the HSP form are below. These instructions will describe the method for 

accessing the form’s instructions, entering data, and submitting the form; Specific instructions as to how 

the form should be filled out are dependent on a vendor’s subcontracting opportunities and can vary; 

These instructions are indicated on the form itself and should be reviewed thoroughly before completing 

an HSP form submission. 

1. Select the “!dd/Edit HU� Subcontracting Form” button; 
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DIR 
CIR - - - --, -,,_ -", --

- ' 

HUB Subcontractin Plan HSP 
• Wlule this HS:P Qllick ci..ckli;t is beillg proeided to mer ely ass ist you in ,eadily ide otif~ tlte sec tions of tlte HSP fo rm that you will need to complet e , it is , e ry importan t 

that yo u adhere to the in:stroctioas in the HSP form ,iOO irtstructions [Provided lby the co t racting .;.geocy . 

o Section 1 - RespolldP_nt and Requisition liniorrnation 

o Section 2 a . - Yes , I w.fill be subcont racting ir,o.rfurts. oi the cont ract . 
o Section 2 lb. - Lis.t a U the _portOns of 'A'Oik you 'f.'.ill subcor1tract , and iB.iica.t.e th>: perce r1~ of th.-e contract you expect to a·1,i..ard to Texas e:.rtif~ HUB ,..eooors,_ 
o Sec tion 2 c . - Yes 

o Sec tion 4 - Alf .-mation 

o GFE lt'ethod A (AttacJwa_nt A) - Complet e an Att.--chment A lo r eac of tlte s bcontr acting opportunities you ii; te<I in Sec tion 2 b . 

• If you wil be s.Ltbco.ntracting - y portion of the co ntract to Texas certified HUB vendors and No11-HUB 'iendors, and the .aggregate pe.reentag.e of a1I the s 11bcontracting ..,'Ork 

you will be a·••a,c!ing to tlise Texas certi feil HU B weooors ,.,ith ,.<hie you do oot hav e a cont uous cont ract· in place fo r mor e than fi ve (5) y ears mee ts or exce,,;is the HU B 

Goa.1 the cont ractiag aijF'_ncy i!f'-e tif8!1 in thie ·Aa.e~ Specia 1 lnstructio.rts!M:f rtiona.1 Req lroem::-_11ts ·, complet e : 

o Sectio n 1 - Respo.ndent and Requisition ln formatOr1 

o Sec tion 2 a . - Yes , I ,.ii be sutront racting l'Oflioos ol the oont ract. 

o Section 2 lb. - Lis.t - the po.rt)[)ns of 'frl'Oik you wil s ttbco tr.act , and indicat-: the ~ce.nta,_g:e of the conitra.ct you ex~t to aw.a:rd to Texas ce:rtifted HUB ;iendo.rs and 
N01>-HUB verodoJs. 

o SectK>n 2 c . - No 

o SectK>n 2 d. - Yes 

c Section 4 - Alf.-mation 
o GF E Method A (Attac al t A) - Comp]e te an Atta chm=-Jrt A for each oi thie s hco.ntractinig opportu · P-5 you ftsted ini SectK>n 2 b. 

• If you vnl be s Ltboontra.cting any portion o • the con tra.ct to Texas cert ified HUB vElldo.rs. and Noni-HUB vendors o r oJ11y to Non-HUB vendors, and tih.e .a:ggregate perce.nta:ge oi 
- th-e s u.bcontractin,g 'l,'Ofk: you .,,.ill be 01,1.ardiog to the Texas cert ified HU B vendor:- with 'f.'hich you do not hav e a cont inooLJS contract" Ull pla02 for more ttlan fi ve (5) y ea.r:-

<loes oot meet or exoe-e<I the HtJ B Goa:l the coot ractin,g a,g:ncy i<t"dltifeil in tile-~- Special lnstructio Ml!itio Requireme rs·, comple te : 

o Section 1 - Responde. t a.nid Requisition linforrnationi 

o Section 2 a . - Yes , I .,..ii be subcomr a:cting ~11:S or the cont ract. 
c Sectioo 2 lb. - Lis.t an the portio.11:S oi work you 11,•j)J su.bc:onitract . and j rd'tcate the 1rie:roeni~:e of thie contract you expect to a:,...a rd to Texas. cert ifi ed HUB vendor:- and 

N~HU B vendors . 
o Section 2 c . - No 

c Section 2 d . - No 

o Section 4 - Aff 11rirnation 

o GF E 1.tethod B (Attaoluneot :S) - Complet e a Attachment B lor eao o · tr., s bcont ractirg opport · ies you fisted in Section 2 b . 

• If you 11,il not be s b-conitract~ any portion of th.e cont ract and • ~ be fu1filling the entir~ cont ract • ·ith your a1.m lf'e:...ources {i .e., enwk>y es , s ppfes , materials a.oolo.r 
equipment ) , cofl\plet e : 

o Sectioo 1 - Respo.Bdenit and Requis.itioo Info rmation 

o Section 2 a . - No, I wiU oot be subcont racting a y [POrtio.n o the con tract , a.Bid I .,.il l be fu1 1 ring the e ti re cont ract .,.'it my a1,• reso roes . 

c Section 3 - Sell Per lorming Just if11Cation 

Section 1 - Respondent and 
Requisit ion Information 

Res pondent (Com pany) Test Vendor 6 
Name 

Point of Co nla ol Test Vendor 

I Edit ! l co n.tinue To Secti on 2 ] 

Email A ddr e ss ley a.bensh aaban@d ir.tex as .gov 

Is yo ur co mp.any a Tex as 

Ce rtifie,d HUB ? 

Re,quisiti on DIR-TSO-TMP-295 

State ofTe xa s V ID 18 18 18 

Ph one # (832 ) 455- 11 45 

Fax# 

Bi d OJl"' n Dale 0310612017 

BidStamp Training Guide 

2. The HSP form will load. Instructions for completing the form are displayed first. Read these 

instructions to determine which sections of the form you will need to complete. 

3. Section one will appear beneath the instructions. If applicable, fill out section one of the form. 

The respondent contact information will be pre-populated based on your BidStamp VIS portal 

information. 
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DIR 

Resp onde nt (ComJ>any) Test Ven<lor 6 
Name 

P-oint of Contact Test Ven<lor 

Email Add ress leya. bens h a aba.n@dir. texas. 

Is your -oom()any a Texas [Cl 
Certified HUB? 

RFO Numt>er DIR-TSO,TMP-295 

Sect ion 2 - Respondent's 
Subcontract ing Intentions 

Will you t>e IE'] 
s u boon tr acting portions 

of the contra ct? 

w• pou 1M ,1111<0ntraollng ~ 
portion• 01 t n• contract? 

State ofTexas V ID 18 18 18 

Phone# (832 ) 455- 1145 

Fax # 

Bid Open Date 316/2017 

List all t : portions o · 11,10rk (sirbco.ntra.cting opport rt'es) you .,,,m slfbco tract. Allso, ba.:ed on th.e tota.1 Yalue o · t '=' conitract, iid.=- ti y t'h.e paroentages o · the contract you e.xp:-ct to 
a:••ard to Texas eert i fe:I HUBs , and the perce ~ o i th,e con tract you expec t to a.·••ard to veooo r-s th3t a re oot a Texas ce rli fe:I HUB {i .e .. Non-HUB) . 

Subcontracting Opportunities ~ 

-n Do""1ptlon 

l'IO<c:,on!a9t 01 tno contract oxpo<!O<I 
to be :ilrboontract&d to HU:Si wlt ll wl*h 

)IOU do not have, 1 co11Un:uoir.i con.tracti 
In pb<O tor'"" tnao 111/0[S> !'W• 

I ,.. 1M u<11ngollljTo»»c.rtmod IT'] 
tt LJB< to portom, 

,1111<0ntraollng opp,ortunltloi 

CMdl tn• l>OX II In•~- IT'] 
expo<!O<I P'""'"nlailt 01 tne 

contract pou,.. •llll<Ontract .«In 
~ -- tt lJB< llffnWllltn 

you dO not have II con.tlllOOlf.i 
contract- In pbco .«In lor lD<N$ 

tnao llnO{S> )lO,tf._ ....t• or 
......a. tne ttus goaitne 

contraollng "11""'7 ldOntmO<I In 

tneAgonc,s~ 
1nmuct1o"'1_.,.. 

f™l• omont ... 

l'IO<c:,on!a9t 01 tno contract oxpo<!O<I 
to be :iu'bcontracted to HU Si wlth wf* h 
you do not havit I con1tln:uoir.i con1lracti 
In pb<O tor more tnan 111/0[S> !'W• 

Peroonlailt 01 tno conbact oxpo<!O<I 
to be cilfbcon,'iracled to nor1--HU a.. wlth wl* II 
:,ou do not ttave a conttnu:otI.i contr-acb, 
lo pb<O tor ffllO[S> !'W• 

BidStamp Training Guide 

4. If you would like to make changes to section one, select the “Edit” button; When you have finished 

making changes, select “Save” and then “�ontinue to Section 2”; 

5. Section two will appear beneath section one. If applicable, complete section two by selecting the 

“Edit” button; Sub-section “a” will appear editable; Selecting the checkbox will expand the form; 
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DIR 

LG-t a1I the po rtio'lts oi 'A'OJ'.k (s bcont ract~ o,ppo rt rt'es ) yo u 'A'lll subcont ract . Aiso , batE-Ed 011 the tota1 valu.-= oi tti.e cont ra.ct. NE: tify the p:r-ce:nta:;=- o · the co nt ract yo u expect to 

awa rd to Texa.s ,c=,aJtiifie::I HUBs , - to:. pe rce ~ -= o · t : con tract yo u expect to a:, •ard to 't'e rxlo rs t -rt a.re oot a Texas cert i fe:I HUB (i .e ., N'or.-HUB) . 

Subcontract ing Oppo rtunities ~ 

-•!ago of t he cootncl o,:p,oole(I - •!ago of t he cootnct o:p,oole(I -•!ago of t he cootncl o,:p,oole(I 
to l>O •U'.1>rootncl0<1 to HUS. With whlth 
'.fOU dO not nave I con noou:, con1tracl, 
lo pboo for'"" thao llve[51 )'Oil'• 

to l>O •U'.1>rootncl0<1 to Hus. With whlt h 
you dO not nave I con nuou:, contraci, 
In ploco for more t han flve[•I )'Oil'• 

to De :iLJ'biCOn.tract.a to n.on-HUB.i wrtn wl*hi 

'.fOU dO n..ot nave a con1bnu:ou-• con1tlach, 
10 p1oco ror flve[•I )'Oil'• 

Remo1a1e 

Lris.t a'II tt-..e po.rticms of 'I.Olk {s i.r'bco tr.act ing o ppo rt u:mtP-5} you ,.,,m s llboont ract . Ais.o, bas-ed on th:-e to ta1 va ltte o f tlie con tract , i:t-entify tile :Peroen tages o · ~h.e oon tract you ~t to 

a·, •a:rd to Texas 0ert ifed HUBs, and the pe:rc,=,_nta,-ge of t -: contra.ct yo u exi:ec t to a-..i.a:rd to vendors t ·t are not a Texar:. cert if ed HUB (j.e., Non-HUB). 

Subcontracting Opportunities 

New Test Opporto ity I 

- •!ago 01 tne cootncl o:p,oole(I 
to be ,u:bCOnitracted to HU:Si wrtn wnJch 

)IOU dO not have a oon;bnoo11, con1Jactio 

In ploco for'"" t han flw{•I )'Oil'• 

- •!ago or t it• contncl o:poclO<I 
to be :iu'.bOOntncted to HU Bi wrthi whlell 

you dO not have a contl1tootr1o con1t:racU. 
In imceror.-. thaoflve[Sl )'Nf• 

Co m plet;;, HSP Good Faith E ·1or1 - tlethod A {Atta c ment A) ·ornts lor ea.ell S boontra.cl~ Opport • Rity 

...,._ntago 01 t it• contncl expociO<I 
to be :iu'.biCOn;tracl:ed to 00(1,-HU Bi wlt:hi whltll 

:,ou dO not have a co1.-tl nuo1r1, con1tracti-

ln imce for flw{•I )'Oil'• 

20.00"li=-

E)IR - . , =,, ,-, -
. ' 

• Subcontracting Opportunity 2 (New Test Opportunity 2) 

BidStamp Training Guide 

6. If applicable, complete the additional components of section two. To enter a new subcontracting 

opportunity, select the “New” button in sub-section “b”; 

7.	 The “Subcontracting Opportunities” list will display a new blank list entry for you to populate; 

Enter the relevant information. 

8.	 Select “New” again if you would like to add an additional opportunity; If not, continue filling out 

sub-sections c-d and then select the “Save” button; The form will automatically determine your 

next steps based on the information you have provided. 

9.	 Selecting “Save” will prompt the user to fill out either Method ! or Method �, dependent on the 

information provided; �eneath the “Subcontracting Opportunities”, a link will be provided that 

navigates the user to the applicable method. 

10. Click the link to fill out a method for each subcontracting opportunity provided. 

11. You will be navigated to another form page. Here, each subcontracting opportunity is displayed. 

Click on an opportunity to complete its method form. 
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DIR 
IBac:ttoH:SPFom1j 

• Subcontracting Opportunity 1 (New Test Opportunity 1) 

HSP Good Faith Effort - Method A (Attachment A) 

C,Ofl\i>"ny Name 

Tes t \ '=ooor 6 
Re-quis.i tio n # 

DIR-TSO-TW' -295 

IMPORTANT: Ii you res.,pond'.<00 'Yes " to SECTION 2 , lteins co r d o· th>2 co p~t e:I HSP form , yo u m11E,t s lt'bmit a complet-::d "HSP Good Fait EHo.rt-Meethod A{Atta.-c'hm:: t A)" for 

each o • t -e s lf.boo.ntract ing opport rut'es yo u ft5ted in SECTION 2 , Item b of the co p.Eted HSP form. 

Section A-1 - Subcontracting Opportunity 
De!.erip-tion 

N.-~ Tes t Opport nity 1 

Section A-2 - Subcontracting Selection 
lli t th.ae s ubco tra ctor{s) yo u -s.?.'\et:ted to pe rform thie s llbco tr.acting opport1mity yo u li:st~ a bove in Sect io11 A-1. ~lso Ide tlfy ,,.,h,eth.er they a re a Tex.a:; 02:rtifted HUB aOO their 
Texas ~ r Ide tifi ca:tion {V I D) NU.rnbar or federal :£mpJoy er Ide til i"~tion , the approximat e do.le:r 'a'ah.b= o( th.-e ,.,ork to te s t.t'bcontract-=.<1, and ttte expect-=d ~ce ta1e o f •1:o rk to 

te s cont racted . Whe n sP..arc~ fo r Texas ce rtifi ed HUB:s a.rd Yerifying the'ir HUB statllS ertSure tha t yo u t1:.e the State of Texas ' Ce traJized Mast.er Bxfi:k:rs lii s t{CMBL) ­

His.torica.lly Underutil ized :81JS.1n.BS {HUB) Direc tory Sea:rch k>cated at htt p:ll mycpa .c pa.stat e .tx .uxlt _passc bls.e.a.rc I ex .js p. HUB sta tus oooe "A" s~ . Tes tllart the comp.a y is. di 

Texas cert if ....i HUB. 

No Subcontractor Record Exist s. 

R6 >AI N DER: k=. s p,eci fed lin SECTION 4 of the co~ 'Et'2<1 HSP form , if y ou {,res,poooeflt) are a:1,ia.r<L-=d .any portio n of the 1eqlris jtion, yo u are leQ" ir~ to proYiide oottOe a:- soon a:s 
pract'ica1 to a ll the s llboo tractors{HU Bs and Non---HUBs) of th.e:i r -s.e'let:tion as a s llboo tractor. The notioe-must s,pe-ci fy at di minimum th.e co tra·ctiing a@'==-ooy 's - miE' arwl iits point o 

co ntact for the co ntract .;;1J.;:rd a·1.•ard , ttm.'ter, the subcontract ing opport unity they {t'he s boo tractor) will perorm , the appr~t ,e do lef YaJU'e o · the subco ntracting opportunity .and the 

exp:c ted percentage of the tota'I contract that the s llbcont r&: ting opportwtity rep.resents . A copy of the notice 1eqlrir~ by the s.<:etion m 1JS.t also be pro y icfed to the cont ract ~ ageocy "s 

po'int o • contac t for the contract no later th.a ten{10) 'li'Orking days. a fte.r the CD.lltract is. .;;1,•arded . 

, Subcontracting Opportunity 2 (New Test Opportunity 2) 

BidStamp Training Guide 

12. The method form will expand. Review the instructions and select the “New” button to add a new 

subcontractor record. 
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New Opportunity Suboontractor 

Opportunity Subcontractor Edit 

Opportunity Subcontractor 
Edit 

Information 

Su boontracti n g 

Opportunity 

Company !Jame 

1sO~0044 

TX Certified IHub [cl 

TXVIDor EIN 

Type Subcontractor .... 

Approximate Dol lar 

Amount 

Expected 

Pe roe ntag e of 

Contract 

I = Required Informat ion 

BidStamp Training Guide 

13.	 You will be redirected to the “New Opportunity Subcontractor” form; The Subcontracting 

Opportunity field will be auto populated with a unique ID. Enter any additional required fields and 

any other known information. 

14. Select “Save” once you are done; 
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.. Subcontracting Opportunity 1 (New Test Opportunity 1) 

HSP Good Faith Effort - Method A (Attachment A) 

Company Name 

Test Ven<lor 6 
Requ is it io n # 

DIR-TSO-TI,I P-295 

IMPORTANT: If y ou respon<led "Yes" to SECTION 2, Items cor d of th e completed HSP form , you must submit a completed "HSP Good Faith Eff ort- Meth od 

A (Attachment A )" for each of the s ubcontr act ing opportunit ies yo u listed in SECTION 2 , Item b of th e completed HSP form . 

Section A-1 - Subcontracting Opportunity 
Desc ription 

New Test Opportunity 1 

Section A-2 - Subcontracting Selection 
List the subcontr actor (s ) yo u se lected to perform th e s ubcontract ing opportun ity y ou listed abov e in Section A- 1. A iso Identify w heth er they are a Tex as 

certified HUB and th eir Tex as Vendor \d'entificat ion (V ID) Number or fe<leral Employer Identific ation, the approx imate <loller v a.lue of the wo rk to be 

s ubcon tra cted , and th e expe cted percent age of w ork to be sub contracted . When se arching for Texas cert ified HUBs and v erify ing their HUB status ensu re 

that y ou use the State of Tex as' Centralized Master Bid<lers List(CMBL) - Histor ically Underut ilized Bus iness (HUB) Directo ry Sea.rch located at 

http://mycpa.cpa .state.tx .ux/lp assc mbisearch flnd'ex .js p. HUB sta tus code "A" s ignifies th at the company is a Tex as ce rtified HUB. 

Compa ny Name TX Cer if ied Hub 

Ed it I Del New D 
Su bco ntra cto r 

I B I 
TX V IDo r EIN Type 

Subcont ractor 

Approx ima t e 

Doller Amo unt 

Expected 

Percen ta ge of 

Contract 

BidStamp Training Guide 

15.	 You will be redirected back to the collapsed listing of all subcontracting opportunities. Selecting 

the subcontracting opportunity you were working with, will redisplay its method form. The 

subcontractor entered in the previous steps should now be displayed in section “!-2”; 

16.	 Repeat this process for all subcontractors expected to perform the opportunity using the “New” 

button. 
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DIR 
, Subcontracting Opportunity 1 (New Test Opportunity 1) 

• Subcontracting Opportunity 2 (New Test Opportunity 2) 

HSP Good Faith Effort - Method A (Attachment A) 

Com p.a.ny Na.me 
Test¼e_, 6 

Req-u i siti on I 
DIR-TSO-TMP-2:95 

11.(f'()RTANT: If yo u ,espooo..t "Yes" to SECTION 2, Items co r d o f the co mpleted HSP ·orm , yo u m11St s bmit a COf'I\Pleted "HSP Good Faith Effort - lt ethod A{At:tachme ot A)" for 

each of the s llboo t ra-cting opport imities yo u tis t.ed in SECTION 2 , lto::m b of tne complet-=!d HS P fo rm. 

Sect ion A-1 - Subcontracting Opportunity 
Descriptio n 
N~ ,., Test Opport1mfty 2 

Sect ion A-2 - Subcontracting Selection 
List tt-11: s uboo.ntractor{s) you selected to ,per·orm trues boontract~ opportwrity you lfi:.ted abo ..,e in Sec:fo n A-1. A'lso lde:Atlfy whetker th,ey a.re a Te-.xa:. c:=-Jt!ifed HUB a.oo their 

Texai:s \ '-erdor I :. t'ifi cat'ion (VI D) N rnber or federal Empk:iye:r Ide t'iftca:600, th.-e a,pproJcimate doUe.r 'a'a.111'2 of tll-e work to be subco tr.acted. and the expe-t:ted pereentag;e of 'l 'OJk: to 
be subcc nt ract.ed. Wh.>e: sea.re ing for Texas oe:rt'ife d HUBs and Yerify ing ttlei r HUB sta tllS e lkS re tllat yo u use the State o • Texas" Ce trarized Master :S'idde rs l iis.t{CM BL} ­

H:tsto.ricalty Underutifized B.11Sines.s {HUB) Direc tory ,S::,._arc:h lo catec::I at http :l lm yc: pa.c:pa:state .tx .uxlt pas.scm blse arc:hliindex:¥,.p. HUB ·statltS code "A" s·~ Ties t'h.a.1 the 0001 - y iis a 

Tex..s oertifaed HUS. 

No Subcontractor Record Exists. 

REU!INDER: As. s pec ifited in SECTION 4 o f the com pleted HSP form , i f yo u (respo.rde t) are a:1,•a rded a y po.rtion o f thie requisition , yo u a:re req ired to provide ootice as soo n as 

p ractica.1 to a1I tl-i.e s bcont ra-ctors{HU Bs and Non--HUBs) of thei r se et: tion as as boont!ra-ctor. Tihie ootice m s.t s peci fy a t a mi ·m m th.e co tra-ct'ing age ooy ·s name and its pojnt o · 
co ta-ct for thie cont ra-ct a·1,•a rd a·Nard m.ber, thie subcont racting opport ruty they {tl\e s boo tracto r) 'l.'iU perorm , the approximate d.oDe!r value o tl-i;e ·su'.bcontra-cting oppon ity aMI t'hce 

ex pe--cted :J>:r«: rage o f t : tota l cont ract tMt thie s. bcont racting opport tmfty represe ts. A copy of the ootice ireq i red by t ,e Sectio n m 11St a lso be pro..,id'OO to tJ-~.e cont racting ~ ooy ·s 

_J:Oint of conta ct for the co. t ract oo tate r t - tf: 10} •1,10rking days a it e r th.c:e cont ract iis a.·1,•ai ed . 

BidStamp Training Guide 

17. When you have completed the first subcontracting opportunities method form, scroll down the 

page and expand the next subcontracting opportunity’s method form 

18.	 Repeat the process described in steps 12-17 until you have completed a method for each 

subcontracting opportunity; Select the “�ack to HSP form” button when you are finished. You will 

be navigated back to the HSP form. 
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DIR 
Sect ion 2 - Respondent's 
Subcontract ing, Intentions 

W ill you, t:,., ../' 

subcontracting portions 

of the contract? If yes 

check this box. 

List all the portions of w ork (s ubcontr acting opportunit ies) y ou w ill s ubcontract. A iso, bas ed on the total v alue of the contr act, identify the percentages of 

the contract y ou expect to aw ard to Tex as certified HUBs, and the percentage of the contr act you expect to aw ard to v endors that are not a Tex as certified 

HUB [i.e., Non-HUB). 

Subcontract ing Opportunit ies 
Pe roen tag·e of the contract e x:pe cted Pe roentag ·e of the contract e xpe cted p., ,oentag" ofth., co ntract ., ,q,.,ct"d 

Des cri pti on 
to be sub contracted to HU Bs w ith w hich to be s.ubcontracted to HU Bs w ith w hich to be su bco ntracted to noni-HU Bs w ith w hich 

you do not h.ave a continuous contracts you do not hav e a cont inuous contracts you do not hav e a cont inuous contracts 

in place fo r less tha.n five{ 5") yea rs in pl.ace- fo r mo re tha.n five{ 5) yea .rs 

New Test Opportunfy 1 50.00% 

New Test Opportunfy 2 50.00% 

30.00% 

20.00% 

Complete HSP Goo cl Faith Effort - Method A (Att achment A) forms for each Subcontr acting Opportunfy 

I will be u,sing1 only Tex.as ../ 

Certified HUBs to J)"rform 

all subcontracting 

opportunities 

Sect ion 3 - Self Performing, 
Just ificat ion 

[ Bac k II@ Co nti nu" To Se-ction 4 

in pl.ace fo r fiv e{5] yea .rs 

20.00% 

30.00% 

If you respon ded · No" to SECTION 2 , Item a, in the space prov ided below ex plain how y our company w ill perform the entire contract w ith its ow n 

employ ees , supp lies, materials and/or equipment. 

Self Performing , 

J ustification , 

BidStamp Training Guide 

19. Return to section two of the form. Ensure the remaining sections are complete (if applicable) and 

then select the “�ontinue to Section 3” button; 

20. If applicable, complete section three by selecting the “Edit” button; If not applicable, select the 

“�ontinue to Section 4” button; 
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DIR 
Sect ion 4 - Affirmation 

As ev idenced by my s ignature below , I affirm that I am an author ized repr esentat ive of the respondent listed in SECTION 1, and that the informat ion and 

sup porting do cumentat ion sub mitted w ith the HSP is tr ue and correct . Respondent understands and agrees that , if aw arded any port ion of the requis ition: 

• The respondent w ill prov ide notice as soon as pract ical to all the subcontractors (HUBs and Non-HUBs) of their select ion as a subcontractor for 

the aw arded contract . The notice must spec ify at a minimum the contract ing agency's name and its point of contact for the contract , the contract 

aw ard number, the subcontract ing opportunity they (the subcontractor ) w ill perform , the approx imate dollar v alue of the subcontracting 

opportunity and the exp ected percentage of the tot al contr act that the subcontract ing opportunity represents . A copy of the notice required by this 

sect ion must also be provided to the contract ing agency's point of contact for the contract no later than ten (10) w orking days after the contract is 

aw arded. 

• The respondent must sub mit monthly compliance reports (Prime Contractor Progress Assessment Report - PA R) to the contr act ing agency , 

v erify ing its compliance w ith the HSP, including the use of and expen ditures made to its subcontractors (HUBs and Non-HUBs). (The PA R is 

av ailable at https :1/w w w. co mptro lier. tex as . gov/pu rch as in g/dc cs/hut>-farms/Pro gressA ssess mentRepc rtF a rm.x is). 

• The respondent must see k approv al from the contract ing agency prior to making any modific ations to its HSP, including the hir ing of additional or 

different subcontractors a.nd the termination of a su bcontr actor the respondent identified in its HSP. If the HSP is mod ified w ithout the contr act ing 

agency's prior approv al, respond'ent may be subject to any and all enforcement remedies av ailable und'er the contract or otherw ise av ailable by 

law , up to and including debarment from all state contract ing. 

• The respondent must, upon request , allow the contr acting agency to perform on,..site rev iew s of the company's headquarters and/ or w ork-site 

w here se rv ices are being perf ormed a.nd must provide documentat ion reg,arding staffing and other resources . 

Signature Printed Name Trtle 
Date 

(mmfdd/yyyy ) 

Reminder: 
• If you responded -Y es' to SECTION 2 , Items cord , you must complete an "HSP Good Faith Effort- Method A (Attachment A )" fo r each of the 

subcontract ing opportunit ies you listed in SECTION 2, Item b. 

• If you resp onded "No" SECTION 2, Items c and d, you must complete an "HSP Good Faith Effort - Method B (Attachment Br for each of the 

subcont racting opportunit ies you listed in SECTION 2, Item b. 

Print 

Printer 

Name: ~[ A_U_S_K_O_N_ICA_ M_IN_O_LT_A_C_554S __ e_rie_sP_C_L_~ -.-] [ Properties ... 

Status: 

Type: 

\Vhere: 

Comment: 

Print range 

~ AJI 

Offline: 0 documents waiting 

KONICA MINOLTA C554SeriesPCL 

IP 10.0.1.29 

0 Pages from: to: 1 

Selection 

ID Print to file 

Copies 

Number of copies: 

[{] Collate 

OK I[ Cancel 

BidStamp Training Guide 

21. Review the instructions for section four and select the “Print” button to print the form; 

22.	 Your computer’s print window will appear; Select the printer name and click “OK” to print the HSP 

form. 
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DIR 

RFO Re spon se 

R0005793 

Add y our documents below (400f,1B max size). Click the •submir' button once all documents have been added. 

Please review the ESBD post ing to ensure y ou have provided all the necessary documents in your submiss ion. 

A lso, please v er ify the information on the page is correct before submitting. Once submitting your response , y ou will be unable to make changes unless you w ithdraw y our response 

completely and restart the submission process. 

RFO Respo nse Deta il I Delete ] I Su bmit I ! Ask A Question ii C reate Pr ic ing Fo rm IJEdit HUB Subc o ntracting Form ) 

RFO Numoer DIR-TSO-Tt,IP-295 Status In Progress 

Submission Date Vendor Test Vendor 6 

Submitted By Actual Start Date Posting 31612017 

Vendor Conference Date 31612017 2:13 PM Question Submission Deadline 3/21/2017 11 :48 AM 
Date 

RFO Answers to Questions 3/25/20 17 2 :13 PM Datemme Responses Due 3/31/2017 2:11 pr., 
Dead line Date 

A ctual Sta.rt Date Eva luation 3/3 1/20 17 

Pricing Form 

Edit Pricing Form 

Warning: 
Vendors can make changes to the Pricing Form until the Actual Start Date Evaluation: 3/31/2017 

Product 

No Products Pricing Form data yet. Click the "'INew Row"' button to get started 

Categ ory Subca teg ory Brand Produ ct Oes cr i1>tion Manufa ctu re r Rese lle r Dis co unt off MSRP 

Related Services 

No Related Services Pricing Form data yet. Click the "'New Row• button to get startedd 

Cat egory Subca teg ory Brand Prod uct Oes cr il)ti on Manufa ctu re r Re se lle r Dis co unt off M SRP 

BidStamp Training Guide 

23.	 Print your HSP form and sign the affirmation in section four. The signed copy of your HSP form 

can then be scanned and saved to your computer. To upload the saved form as part of your 

response documents submission, follow the process detailed in the Upload RFO Response 

Documents section. 

5.5 Create a Pricing Form 

The pricing information for your response can be entered via the “�reate Pricing Form” button on the RFO 

response’s detail page; Instructions for submitting your pricing data is included below. 

1. Select the “�reate Pricing Form” to begin entering your pricing information; 

2.	 The pricing form will load. Here, you enter pricing information for products on the first section of 

the form and related services in the second section. 

3.	 To enter a new product/related service, choose the respective “New Row” button; 
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DIR 
Pri c ing Fo rm 

Edit Pricing Form 

Product 

Act ion Category Subcategory Br a.nd Produc t Des c r iption Manufactu re r Rese lle r Discount o ff M SRP 

Ill 

Related Services 

0 No Related Services Pricing Form data y et. Click the ~New Row • button to get startedd 

Category Subcategory Brand Product Desc r iption Manufactu re r Reselle r Dis co un t off MSRP 

Pri c ing Fo rm 

Edit Pricing Form 

Success : 
Successfully Submitted 

Product 

Action Category Subcategory Bra.nd Product Desc r iption Manufactu re r Rese ll er Dis co unt off MS R • 

Edit I Del I Duplicate Test 

Testing 

Sav e I Cance l Test 2 Test Subcategory 20.0000 

Ill 

Related Services 

0 No Related Services Pricing Form data yet. Click the "'New Row • button to get startedd 

Category Subcategory Br and Product Description Manufacture r Reselle r Discou.n t offMSRP 

BidStamp Training Guide 

4.	 A new record entry will be created in the product/related service list. 

5.	 Fill out the fields displayed. Use the scroll bar to navigate to the left/right and access additional 

fields included on the form. 

6.	 Once you have filled out all information, select the “Save” button next to the entry; 

7.	 Repeat steps 4-6 for each additional product/related service item you would like to include in your 

response. 

8.	 When all pricing information has been included, select the “Submit” button; 

9. A success message will appear. You can continue adding pricing data until the solicitation 

response deadline arrives. Select the back button to return to solicitation detail page. 
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DIR 

RFO Number 

DIR-TSO-TMP-295 

RFO Number Detail (v ie w Response j Esk A Question l [ Subs c r ibe t o So li c itati on ] I vie w So li c itati on Doc uments I 
Actual Start Date Posting 31612017 Vendo r Confe renc:e Date 31612017 2:13 PM 

Question Submission Dead line 3121/20 17 11 :48 AM 0 Answe rs to Questions 3/2512017 2 :13 PM 

Date Deadline Date 

Date/Time Responses Due 3/31/20 17 2:11 PM Actual Sta rt Date Eval uation 3/3 1/2017 

New Fields 

Solicitation Status Draft Type Cooperat ive 

RFO Quest ions 

No records to d isplay 

RFO Question Edit 

New RFO Question 

A All questions submitted must re ferenc e the appr opriate RFO/Solicilation page and s ect ion number 

Question Details I = Required Inform ation 

Submitted By I Test Vendor 

Question New test question.I 

BidStamp Training Guide 

5.6 Ask a Question 

To submit a question that will be reviewed by DIR resources and potentially included in the Question and 

Answer addendum, follow the instructions below. Vendors may submit questions before the deadline 

date and time. 

1.	 Select the “!sk a Question” button; 

2.	 The “New RFO Question” page will load; The “Submitted �y” field will be prepopulated with your 

contact information. 

3.	 Enter a question in the “Question” field; 

4.	 Select “Save” 
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DIR 
CIR - - -

' ' 

RFO Number 

DIR-TSO-TMP-295 

RFO Number Detail I view Response ] I Ask A Question ] I Subscribe to Solicitation ] [view Solicitation Documents I 
Actual Start Date Posting 316/20 17 

Question Submission Deadline 3/2 1/2017 11:48AM 

Date 

Datemme Responses Due 3131/20 17 2 :11 PM 

New Fields 

Solicitation Status Draft 

RFO Questions 

Q uesti on 

What sho uld I inc lude in my v endor reference notifc ation email? 

New tes t question . 

Vendor Conference Date 31612017 2 :13 PM 

RFO Answers to Questions 3/2512017 2 :13 PM 

Deadline Date 

Actual Sta.rt Date Evaluation 3/3 1/2017 

Type Cooperative 

Submitted By 

Test Vendor 

Test Vendo r 

DIR - --
... T". ' r 

RFO Response 

R0005793 

Add your d ocuments be low (4 00MB max size ). Click the "'Subm it'" butt on once all d oc uments hav e been add ed. 

Please review the ESBD posting to ensu re you hav e provided all the necessary doc uments in yo ur s ubmiss ion. 

Subm itted Date 

3/1412017 3: 16 PM 

3/1412017 3: 18 PM 

Also , please v erify the inform ation on the page is correct before submitting . Once s ubmitting yo ur response , yo u will be unable to make changes unless you with dr aw your response 

completely and restart the submission process . 

RFO Response Detail I Delete II Submit l ! Ask A Question I I Edit Pricing Fonn ] \ Edit HUB Subcontracting Fonn J 

RFO t~umber DIR-TSO-TM P-295 Status In Progress 

Submission Date Vendor Test Vend or 6 

Submitted By Actual Sta.rt Date Posting 31612017 

Vendor Conference Date 31612017 2 :13 PM Question Submission Deadline 3/2 112017 11:48AM 

Date 

RFO Answers to Questions 3/25/20 17 2 :13 PM Date/Time Responses Due 3/3 112017 2 :11 PM 

Deadline Date 

Actual Start Date Evaluation 3/3 112017 

BidStamp Training Guide 

5.	 Your question has been submitted. A list of all questions submitted by you will appear on your 

view of the RFO Number detail page. 

5.7 Submit A Response 

When you are ready to submit your response, verify you have included the necessary information for the 

following components (refer to the solicitation’s specific ESBD posting for required submission): 

•	 Response Documents 

•	 HSP Form 

•	 Pricing Form 

The “Submit” button will appear on your response record until the “Date/Time Responses Due” 

deadline has passed. To submit your response, follow the steps below. 
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DIR 

RFO Re5p,0nse 

R0005793 

RFO 

Add your- -w (400MB "'""me) Clcl< the "Subnil" button once al doc:umenls have - added. 

--
Please review the ESBD posting to ensure you have provided all the necessa ry documents in your submiss ion. Also , please verify the information on 
the page is correct before submitting. Once submitting your resp onse, you w ill be unable to make changes unless you w ithdraw your resp onse 
completely and restart the submiss ion process. 

~- O_K_~! rl - Ca_n_c-el~ 

-By Actual S&alt lWI! Posting 3/6/2017 

-~o.. 316120172 :13 PM ~ -in,on DNdl.,. 3/21/201711:48 AM 

-~I~ - - -
RFO Res pons e I 
Rooosz93 

RFO Response Detail I Wi th d raw I IAsk A Question ) [Edi t Pr icing Fo rm I I Edit HUB Subco ntracti ng Form ] 

RFO Number DIR-TS0-TMP-295 ' Status Submitted I 
Submission Date 3/14/2017 3:26 PM Vendor Test Vendor 6 

Submitted By Test Vendor Actual Sta.rt Date Posting 31612017 

Vendo r Conference Date 3/6120 17 2 :13 PM Question Submission Deadline 3/2 1/20 17 11 :48 AM 

Date 

RFO Answers to Questions 3/25/20 17 2:13 PM DatefTime Responses Due 3/3 1/2 017 2 :11 PM 
Deadline Date 

Actual Start Date Evaluation 3/31/2017 

RFO Response Documents 

Action Nam e Docume nt Type Reda cted Last Mod ifie d Date 

Test Document Vendor Information Form (Exhibit A ) 3114/2017 12:32 PM 

Reference forms are being sent via BidStamp as a courtes y. DIR wi ll not be responsible If the form is not rece ived by the vendor for any reason . It is so lely the vendor's responsibility to 

ensure that the reference party rece ives the request. 

BidStamp Training Guide 

1. Select the “Submit” button; 

screenshot 

2. ! confirmation message will appear; �onfirm your submission by selecting the “OK” button; 

3.	 The Response page will reload and your response will now have a status of “Submitted”; You will 

receive a confirmation email that contains your response record ID (it will follow the format: 

R000XXX) 

4.	 To withdraw a previously submitted response, select the “Withdraw” button; You will have the 

ability to withdraw and submit a new solicitation up until the response deadline. 
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